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Authorize a SAR  

Introduction to Authorize SAR 
For SARS that do not require state approval, once a SAR has been entered and the 
“Submit” button has been clicked, it is ready for authorization.  The SAR is in 
“Pending” status.  Those granted security access will have the ability to authorize a 
SAR. 
 
CMS Net Web was designed to accommodate the flexibility for clients who move 
and the need to record retro-service authorizations.  The system allows you to 
authorize retroactive authorizations for clients who previously resided in your 
county and now reside in a different county.  To authorize a SAR, the client and the 
user must be in the same county at the time of the service period.   
 
SARs cannot be created in CMS Net Web prior to 7/1/2004. 
 
Objectives 
At the completion of this section, you will be able to: 

• Authorize a SAR   
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16.1 Search for the SAR 
1. Search for the SAR Notes 

• View the SAR.  If additional service codes are needed, click the 
“Modify” tab before proceeding to the “Authorize” tab. 

2. If no changes in service codes are necessary, selecting a value from “Reporting 
Category”.  

 

If you need to add 
additional service codes, 
select the “Modify” tab.  
 
 

Step 2 
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16.2 Enter or Update “Authorization Modification 
Information” Notes 

1. Update the name in the “Authorized By” field only if the default name is 
someone other than yourself.  If the name is correct, skip past this field.    

2. Click the “find” button. 

 
 
 
 
3. Select your name in the search results by clicking on your last name. 

 

Step 1

To modify the name 
(Last Name, First 
Name) in the 
Authorized By field, if 
necessary.  Partial 
searches are permitted. 

 
 
4. Your name will now be filled in the “Authorized By” field. 
5. Update Service Begin Date, Service End Date, and Number of Days as 

appropriate. 

The primary & 
secondary diagnosis 
default from Patient 
Registration.  Note that 
both diagnosis codes 
will print on the 
authorized SAR. 
 
If you wish to change 
the diagnosis clear the 
field and type the new 
code or word and click 
on the Find button.  

6. Select Reporting Category.   
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16.3 Search MEDS 
1. Click the “Search MEDS” link. Notes 
2. View MEDS eligibility and insurance information (Healthy Families or private 

insurance coverage) on MEDS. 
 

 

 

Clicking the Search 
MEDS link retrieves 
the MOPI Medi-Cal 
Point of Service 
information for 
viewing.  You cannot 
save this information 
to CMS Net Web 
here.  You must go to 
CMS Net/ MEDS 
Inquiry. 
 
The search on this 
authorization screen 
is based upon the 
Service Begin Date 
and is for you to 
review and make 
decisions before 
authorizing the 
request. 

 Click Close when you are finished viewing the Point of Service data. 
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16.4 Remove Service Code(s), if Necessary 
1. Check the “Rem” checkbox for each service code that needs to be removed from 

the authorization.   
Notes 

2. Verify what was previously entered and modify if necessary. 
 

` 

For inpatient 
hospitals, there are 
no service codes to 
authorize.
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16.5 Enter Distribution Information and Special Instructions 
1. Select values in the “Distribution” list box for who should receive the 

authorization.  You may select multiple values. 
Notes 

• Distribution will show the managed care provider, the Healthy Families 
provider, private insurance provider, primary care provider (medical 
home), other addressee, patient address, MTU, and the family that is 
currently on record.   

• If no value is selected, you will receive 1 printed copy of the SAR. 
2. One additional distribution may be selected by clicking on “Add Distribution”. A 

new window will open and allow for a free text entry of a distribution.  
3. To enter special instructions, click the “Special Instructions” button. 

 

 
 Distribution List 

When “Family” is selected, a cover letter for the Primary Addressee from the Face Sheet 
will be generated along with a copy of the SAR. 
For other selections that may appear in the Distribution list (ex: insurance/ managed care 
providers), a distribution cover letter and a copy of the SAR will be generated for each 
selection. 
An extra copy of the SAR will be generated (which can be sent to the authorized 
provider) 

How to add one 
additional 
distribution for 
selectionStep 2

Free-text can be 
typed in the Special 
Instructions text box 
here. 

Standardized 
Special Instructions 
can be found by 
clicking the 
“Special 
Instructions” button. 

To deselect the 
distribution value, 
hold the “ctrl” key 
and click the 
highlighted value.  
Otherwise, you may 
click the “Undo” 
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4. Check the checkboxes for the standard language you wish to apply in the 

Special Instructions. Notes 

5. Click the “Continue” button. 

 

There are many 
choices to select for 
standardized 
language for 
“Special 
Instructions.” 
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16.6 Note Regarding SARs Requiring State Approval 
The authorizations for EPSDT-SS and CCS-SS SARs that require state approval are 
performed in the same way as described in this chapter.   
 

Notes 

An example of an EPSDT-SS SAR requiring state approval is included in Appendix 
B. 
 

16.7 Authorize the SAR 
1. To save updates to the SAR, to validate the business rules for the SAR, and to 

update the status of the SAR, click the “Authorize” button. 
2. For the authorized services that pass all validation rules, the status of the SAR 

will be updated to “authorized.”     
• The narrative page will open.  From there, the user will have the ability to 

print the authorized SAR and/or cover letters. 

 

 

 Modifying Authorizations 
Authorized SAR data is transmitted to the fiscal intermediary for claims 
processing each night after CMS Net Web shuts down.  Users with 
appropriate security profile will be able to modify SARs in Authorized 
and Modified status.   Once the SAR record has been processed any 
changes to the SAR will result in changing the status to Authorized (M) 
Modified.  
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16.8 The Authorization 
When the user clicks the “Print Letters” on the Narrative Page after authorizing a 
Service Request, CMS Net Web will generate an authorization for the provider and 
for each highlighted selection in the distribution drop-down field.   

Notes 

 

Medi-Cal Managed 
Care, Healthy Families 
and Commercial 
Insurance print on the 
SAR form when the 
plan is not end dated. 
 
Note: Data is retrieved 
from CMS Net Medi-
Coverage Screen, 
Healthy Families 
Coverage Screen and 
Insurance Screens. 

 
  Addresses Pertaining to Providers in the Authorize Cover Letter 
 • Spanish Letters/SAR forms will print automatically when the Language on 

Patient Registration indicates Spanish.  
• SARs with medical providers and hospitals will be generated with the service 

address of the provider.  The address will automatically be inserted in the 
authorize cover letter. 

 
 

• SARS with SCC providers will be generated with the “Send Authorization” 
address of the SCC.  The address will automatically be inserted into the 
authorize cover letter. 
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16.9 Cover Letter for the Managed Care, Healthy Families and 
Insurance Provider(s) Selected in the Distribution List 
Box 

Notes 

When the user clicks the “Print Letters” on the Narrative Page after authorizing a 
Service Request, CMS Net Web will also generate a distribution cover letter for the 
managed care and insurance provider(s) selected in the distribution drop-down list. 
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16.10 Family Cover Letter for Treatment and Vendored 
Therapy Services 

Notes 

When the user clicks the “Print Letters” on the Narrative Page after authorizing a 
Service Request, CMS Net Web will generate a family cover letter when the user 
selects “Family” in the distribution drop-down list.   
 
This cover letter is generated when the user selects “Treatment” or “Vendored 
Therapy” in the Reporting Category field on the Authorize SAR page. 
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16.11 Family Cover Letter for Diagnostic Services Notes 
When the user clicks the “Print Letters” on the Narrative Page after authorizing a 
Service Request, CMS Net Web will generate a family cover letter when the user 
selects “Family” in the distribution drop-down list.   
 
This cover letter is generated when the user selects “Diagnostic” in the Reporting 
Category field on the Authorize SAR page. 
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